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Overview

This document describes how to use Infinite Visions® Fund Accounting
software to prepare 1099 and W-2 forms. For specific instructions about
what you need to do to file 1099s and W-2s for your entity, see the
applicable IRS or SSA documentation. You can review and print this
information from the following web sites:

For W-2s: www.ssa.gov/employer/

For 1099s: WWW.irs.gov

Infinite Visions W-2 and 1099 forms are formatted for printing on laser
printers. Users may encounter problems with margin tolerances if using
other types of printers.
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Calendar Year End Procedures

In addition to running 1099s and W-2s, you need to update tax
withholding tables and limits for 2005.

Updating Tax Tables

Before running your first payroll for 2005, update your Tax
Withholding Tables using the 2005 Circular E. Update all of the pay
cycle/tax tables based on the information from the new Circular E, which
will be distributed from the IRS at year-end.

If applicable, also update state tax tables for 2005 calculations.
After you update the tax tables, verify and update the following

information in your deduction definitions (Deductions/Benefits
Maintenance).

Yearly unemployment limit

Social Security tax limit

Social Security and Medicare percentages

Advance EIC payments limit

Advance EIC wages limit

FWT deduction limit (if applicable)

Federal Exemption amount

State Exemption amounts

State Credit amount (if applicable)

State retirement updates (if applicable for your state)
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Preparing 1099s

The Accounts Payable module produces 1099 forms (1099 MISC and
1099 INT) for those vendors marked as 1099 vendors in Vendor
Maintenance.

Discussed in this chapter are the following topics:

1099 checklist

Preparing for 1099s

Updating year-to-date figures

Printing a preliminary 1099 totals report
Reviewing 1099 records

Printing 1099 forms

Filing 1099s with the IRS



-V'. Calendar Year End Training Guide

1099 Processing Checklist

Description

O 1.

Verify payer information and tax IDs 6

Use the General Ledger Default Settings screens to verify payer
address and your entity’s Federal tax ID.

Review the Accounts Payable Default Settings to verify the 1099
reporting thresholds.

O 2.

Review vendor information 8

Review the information in the Vendor Maintenance screen for your
1099 vendors to be sure all needed information is present.

O 3.

Print the Validation Report 9

As part of reviewing your 1099s, use the Validation Report option
on the Actions menu to check the vendor name and address
lengths. Once you print the report, you can make any necessary
revisions to the vendor record.

O 4.

Review 1099 invoice status (optional) 11

Use the Invoice Processing screen to review the status of 1099
invoices. You can also change the 1099 box and form designation
for any invoice if necessary.

If applicable, you can use an Actions menu option in Vendor
Maintenance to change the invoice settings of all of a vendor's
invoices in the connection group and fiscal year you are logged
into.

In addition, review the check status of your 1099 vendor checks. A
check's status must be Printed before it will be included in the
1099 generation process.

O 5.

Update year-to-date figures 13

Depending on whether you have been using the Enterprise Edition
Accounting software for the whole calendar year or just for a
partial calendar year, prepare year-to-date payment information
for 1099 vendors.

O 6.

Generate 1099 records 14

Generate the 1099 records and review them, making adjustments
as necessary for each record.

av.

Review records and make adjustments

You can edit records, add new records, and make adjustments as
needed. Keep in mind that any manual adjustments you make to
the generated 1099 records are lost if you regenerate 1099s. To
make revisions permanently, first change the vendor record and
then regenerate 1099s.

0O s.

Remove Vendors below the Limit 19

Once you have reviewed your generated 1099 information, you
can remove the 1099 records for any vendors who fall below the
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Step Description Page

limits established in the Accounts Payable Default Settings.

Oo. Print 1099 forms for recipients | 20

Print the 1099 forms to send to the vendors.

O 10. Prepare the 1099 filing 23

Prepare the filing of 1099 information for the IRS.

0 11. Zero Out Prior CYTD Balances (optional)

If applicable, you can use the Zero Out Prior CYTD Balances
option on the 1099 Processing Actions menu to remove any prior
calendar year to date balances in the vendor records.
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Preparing for 1099s

Before you generate 1099s, you need to verify the following:

Your payer information is correct

Your Federal and State tax ID numbers are present and correct
Your 1099 reporting thresholds

Vendor records for 1099 vendors are correct

Review invoice status

Verifying Payer Information

Verify that your entity’'s name and address are correct in the General
Ledger Default Settings screen. This is the name and address
information that will appear on every 1099.

S —

. General Ledger Default Settings

— Entity Informks
MITAL CITY SCHOOL DISTRICT #1
Steet  [POBOX 1234

e
\

991224567

|5598?854A
(DE-EEEEEE & _/’

City: |CAPITAL CITY ftate Code: 33
stams_ | Zip: | 850001 V Bl [INFNTE
. S — "
r— Cantact Information  Fiscal Date:
Mame: Dewey Haita StatDate:  [07/01/2004  [+]
Phone: |[355] 2871267 | Estension: |3E|1_ End Date: IDEHSDQDDE :l
Email Address: Idhafla@ccsd.k‘l 2iv.us Trang Begin: ID?.-’D‘I J2004 :l
— Budget Information — Entity Code:
Cunent Year: I onn4-05 | Erier vear Columr: IAdeted j Murnbes: |1
Bfiar Year: I on03-04 | Adopted Colum: IAdDDth j Tupe: ID
Wwiorking Colurmn: IWDrkingBudget j E stension: |1
Balance Colurnh: I Budget j Besp. Center: I>¢<
Proposed Calumn: IAdDDtEd ﬂ File: Prefiv: |><><
—Woucher Information — Micellaneous |nformation
I~ Create ASCH Woucher Files sl e s
Eile Path: |
ak. | Lancel | Help |

Review the following fields to be sure they are correct:

Entity Information
Federal EIN
State ID
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Verifying Thresholds

Verify the calendar year dates and the reporting thresholds specified in
the AP Default Settings screen.

. Accounts Payable Default Settings i x|
— Mext Value Default Project
Bequizition Mumber: I E
& Froject: IUndesignated j
PO Humber: I 240014 E

— Default Tax and Freight R ate:

Sales Tax: I 7.8000%  Ereight: I 10.0000%

—Use Tax Setting:

[~ Enabled Percentage: I 000 Mendor: I j
1099  p— o ——
Lalendar Begin: ID'I A01./2004 :l MISC Lirnit: I $600.00
lendar End: |12J31£2DD4 :l INT Lirit: I $600.00
—
Papable Offset
’7 Dffzet: IF'a_l,JabIes j
ak. | LCancel | Help
1099 Settings Fields:
Calendar Begin Use this field to specify the beginning date of

the calendar year you want to use for
calculating 1099s. This is a required field.

Calendar End Use this field to specify the ending date of the
calendar year you want to use for calculating
1099s. This is a required field.

MISC Limit Use this field to specify the threshold over
which the system should generate a 1099
MISC form. The default is $600.

INT Limit Use this field to specify the threshold over
which the system should generate a 1099 INT.
The default is $600.

Even if you don't have a need for the INT limit,
you need to leave a dollar amount in the field.
The INT Limit amount should not be zero.
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Verifying Vendor Information

Before you start to generate 1099s, be sure that all of your 1099
vendors are marked as such in the vendor record. You can filter the
vendor maintenance grid to just 1099 vendors by selecting 1099
Vendors in the View drop-down list and clicking Apply Selection.

mlnﬁnite Yisions Enterprise Edition - Accounting - [Yendor Maintenance] =181
s Elle Edit Actions Records MWindow Help =12 x|
@20 20 % K ¢ | 66| vx E5 6 PR | 4 4 Record 1orz P BEEEERE |
— Filker Criteria
Wiew: [1039endars | |LAseh Selection |
Wendar I j Llear Selection
VYendors
Acllve Order Name Order Contact Order Phone Order Fax 1099 |—
ACE HANDYMAN SERVICES JOHM ROBERTS [600) 546-8931 [600] 546-1232 ~
_| |7 |JOES WINDOW CLEANING | JOE SQUEGEE | (600) 124-5728 | |
[ i
Feady [ [ Entity: *#/MG [ Group: VEETraining [ F: 2005 [DAC: 59

Check the vendor records for your 1099 vendors to be sure all of the
needed information is present.

&, Edit Accounts Payable ¥endor N LI
I Actions |
— Order Infarmation — Remittance Information
Hame: IJDE'S WINDOW CLEANING Harne: IJDE'S WwINDOW CLEANING
Shreet: I PO BOx 2541 Shreet: IF'D BOx 2541
City: SOMERSET City: ISDMEHSET
State: | CO Zip: [a5001 State: |0 Zin: [ 5001
Phone: I [600) 124-5758 Fam: I - Phone: | (600) 1245788 Eax: | [ o) o
LContact: IJDE SOUEGEE LContact: IJDE SAUEGEE
Email: I Email: I
General Information 1099 Information | Wendor Temms I
Prior CY'TD Balance: I $0.00 vV 1093Vendor 1099 Box: IMisc 7 'VI
Tax|D: I 55N: |852-45-?891
Mame Line 1: IJDES WiINDOW CLEANING
Mame Line 2: | JOE suUEGEE
14| 4 | Mode: Edit - Record 1 of 1 » INI ™| Clase this dislog after update?: ox Cancel Help
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1099 Information Fields:

Prior CYTD If you are implementing Accounts Payable in the

Balance middle of a calendar year, type the amount you
have paid this vendor to date in this field. This
information is important for completion of 1099
information at the end of the calendar year.

1099 Vendor Select this option if the vendor is a 1099 vendor.

1099 Box Use the drop-down list to select the 1099 box
applicable to this vendor. The selection you make
becomes the default for any invoices created for
this vendor.

If you leave this field blank for a 1099 vendor, the
system defaults to Misc 7 for this field in Invoice

Processing.

Tax ID If the vendor has a Federal tax ID, type the ID in
this field.

SSN If the vendor does not have a Federal tax ID, type

the vendor's Social Security Number in this field.

Name Line 1 If you selected the 1099 Vendor option, the
system defaults the contents of the Name field in
Name Line 2 Remittance Information in the Name Line 1 field.

You can change it if necessary.

Use these fields for the vendor name as it should
appear on the 1099 form.

Printing a Validation Report

Use the Validation Report to double-check your vendor records to
ensure that the needed information is present and will fit in the 1099
form fields. This report will check for the following:

Social Security number or Tax ID (error message if not present)
Recipient's Name (1) greater than 40 characters
Recipient's Name (2) greater than 40 characters

Remit Street Address Line 1 and 2 combined greater than 44
characters

Remit City greater than 30 characters
Remit State greater than 2 characters

Remit Zip code greater than 40 characters

9
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It is useful to run this report before actually generating your 1099
records, since it enables you to correct any error situations before trying
to generate 1099s. You can use the shortcut on the Actions menu to
quickly access Vendor Maintenance.

To print a 1099 validation report:

1. Inthe Accounts Payable menu, expand Payments to display the
menu items.

2. Double-click 1099 Processing. The system displays the 1099
Processing grid.

3. From the Actions menu, select the Validation Report option. The
system checks the vendor information and displays the results in the
Report Viewer.

If there are no address problems, the system displays a message to
that effect.

10
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Reviewing 1099 Invoices

To quickly review the status of all 1099 invoices, use the Filter by
Selection option on the 1099 column in the Invoice Processing grid to
limit the grid to just 1099 invoices.

If you need to change the 1099 status of an invoice, you have two
possible approaches:

B Change the 1099 status of an individual invoice
®  Change the 1099 status of all of a vendor’s invoices

Changing an Individual Invoice’s 1099 Status

If needed, you can change the current 1099 status of an invoice,
regardless of the invoice's status. However, if you wish to change the
1099 field from a 'no' to a 'yes,' you must first identify the vendor as a
1099 vendor in Vendor Maintenance.

To change 1099 status:

1. Inthe Accounts Payable menu, double-click the Payments option to
display the menu items.

2. In the Payments menu, double-click Invoice Processing.

3. Inthe Invoice Processing screen, use the Selection Criteria fields
to filter for the invoices you want to work with and click Apply
Selection.

4. Click in the row to select the invoice whose 1099 information you
want to change.

5. From the Actions menu, select the Change 1099 Status option. The
system displays the Change 1099 Status screen.

This screen does not display the current status of the invoice. Use
the screen to indicate what you want the 1099 status of the
invoice to be.

%, Change 1099 Status ' x|

Update Parameters

6. To change the invoice to a 1099 invoice, click to select the 1099
Invoice field, and use the drop-down list in the 1099 Box field to
select the box number.

11
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7.

To exclude an invoice that is currently a 1099 invoice from 1099
calculation, make sure there is no check mark in the 1099 Invoice
field.

To change the 1099 box number, click to select the 1099 Invoice
field and then use the drop-down list in the 1099 Box field to select
the box humber you want.

Click OK.

Changing All Invoices for a Vendor in the Fiscal Year

If needed, you can quickly change the 1099 settings of all of a vendor's
invoices for the fiscal year you are logged into.

To change the 1099 settings:

1.

In the Accounts Payable menu, expand Vendors to display the
menu items.

Double-click Vendor Maintenance. The system displays the Vendor
Maintenance grid.

Locate the vendor whose invoices you want to change, and select
the Edit command. The system displays the Edit Accounts Payable
Vendor screen.

In the 1099 Information tab, make sure that you fill out the
appropriate fields as you want the vendor's invoices to be.

Click OK when you are finished to return to the grid.

In the Vendor Maintenance grid, highlight the vendor(s) whose
invoices you want to change the 1099 settings for.

From the Actions menu, select the Update Invoice(s) 1099
Settings option. The system displays a message informing you that
it will update all of the invoices for the selected vendor.

Click Yes to continue. The system updates the invoices for the fiscal
year you are logged into and displays a message when complete.

If you also need to update the vendor's 1099 settings on invoices for
the other half of the calendar year, log into the appropriate fiscal
year and perform the same procedure.

12
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Reviewing Vendor Checks

In addition, review the check status of your 1099 vendor checks. A
check's status must be Printed before it will be included in the 1099
generation process.

Updating Year-to-date Figures

Depending on whether you have been using the Enterprise Edition
Accounting software for the whole calendar year or just for a partial
calendar year, prepare year-to-date payment information for 1099
vendors.

If you began using the Enterprise Edition Accounting software after
January 1, you need to issue two 1099s (one from your old system) or
input any prior vendor payment history into the current year’'s vendor
record.

To update vendor records, either:

1. Edit each vendor’s 1099 Information and enter the amount of any
payments made before you starting using Accounts Payable in the
Prior CYTD Balance field. This information will display in Misc. Box
7. Or,

2. Add the amount directly into the 1099 forms (see page 16 for
information).

To include manual check information:

The system automatically creates an invoice for each manual check.
The invoice is automatically posted to the General Ledger, with the
check information tied to it. Detail includes check line amount and the
1099 status and box number from the vendor record.

13
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Generating 1099 Records

Once you are sure that your vendor information is up to date and you
have reviewed the 1099 invoices to be sure they are correct, you can
generate the 1099 information.

Generating 1099 records will create a record for every 1099 vendor,
regardless of the MISC and INT limit thresholds you have set in
Accounts Payable Default Settings. Each generated record includes
invoices paid to and manual checks written to 1099 vendors within the
calendar year (specified in Accounts Payable Default Settings), and
opening balances entered manually on the Vendor Maintenance screen.
The system compares the check date to the calendar year dates you
entered to determine if a 1099 will be generated. The system also
verifies the check status.

A check's status must be Printed before it will be included in the
generation of 1099s.

After you have reviewed the generated 1099 records, you can use the
Remove Vendors Below Limit option to remove any 1099 records that
fall below the MISC and INT limit thresholds you have specified.

To generate 1099s:

1. Inthe Accounts Payable menu, double-click Payments to display
the menu items.

2. Double-click 1099 Processing. The system displays the 1099
Processing grid.

mlnﬁnite Visions Enterprise Edition - Accounting - [1099 Processing] S|w R| B [:| D _|5| 5'
4. File Edit | pctions Records Window Help —|= 5[|
9|z 2l el [ 9 P BEEE G E

9095
1099 Vendors

E Print 1099-MISC | |[Sueet City State  [Zip

Print 1099-TMT

Create 1099 File

Zero Qut Priot CYTD Balances
Shortcuts »

[l | o

[Ready | Entity: WG | Groun: IVEE Training | FY: 2008 [ DAC: 99

3. From the Actions menu, select Generate 1099s. The system
displays the following message

14
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1099 Processing 3 il

\ip Generating 1099s will delete all manually entered changes.,
-

Do wou wank bo conkinue?

Yes | Mo I

4. Click Yes to proceed. The system generates the 1099 information
from the vendor and invoice records and displays them in the 1099

Processing grid.

15
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Reviewing and Editing 1099 Records

As you review your generated 1099 records, you may need to make
changes. When the system generates the 1099 information, all values
go to the form and box that you selected for the individual invoices. You
can edit or move payments to the appropriate box or to the interest form
here, if you wish.

You can enter adjustments or changes if you wish. However, keep in
mind that if you have to later regenerate the 1099 information, any
adjustments you make will be lost.

Reviewing the 1099

Use this screen to add, edit, or view a vendor's 1099 information. The
system automatically generates this record from your vendor information
when you Generate 1099s. However, you can also add a 1099 record if
needed.

In addition to the basic vendor information, this screen enables you to
maintain information for two different 1099 forms:

® 1099-MISC
® 1099-INT

. Edit Accounts Payable ¥Yendor 1099s B 1[

— General Information 1099 - MISC | 1099 - INT I

PAYER'S Federal ldentification Mumber

I 991234567 1 Rents 2 Rovalties

f 000 | $0.00
RECIPIENT= Idertification Number Tax IO Type 2 Other Income 4 Federal Tax Withheld
| " TaxlD & 55 No. | 000 | $0.00
HName Control 5§ Fishing Boat Proceeds G hed. & Healtheare Pay.
[0S f 000 | $0.00

8 Substitute Payments in
RECIGIENTHams T Monemployee Comp. lieu of Dividends or Interest
IJDES WINDOW CLEANING I $1.485.00 I $0.00
|JDE SHUEGEE 9 Payer made direct 10 Crop Insurance Froceeds
) sales of 5,000 or

Street Address (ncluding apt. no ) L $0.00
I PO BO 2541 products to 3 buyer

(recipient) for resale I_

City State Zp Code 14 Gross proceeds paid to
I CAPITAL CITY I I I 5001 13 ExcessGolden Par. Pymts Atomey

PAocount Number (Optional) 2nd TIM Hat. I $0.00 I $0.00
I I— 16 State Tax Wfthheld 17 StatesPayer's state no.

5 B R f s000 [Eaereaas

18 State Income

I j | $0.00
I s Hhis di=lag fter updat=? ] 4] Mode: Edit- Record 1 of 1 » o]
ok | Lancel | Help |

16



RECIPIENT's
Identification
Number

Tax ID Type

Name Control

Recipient's
Name

Street Address

City
State
Zip Code

Account
Number
(Optional)

2nd TIN Not.

15 Comments
(Optional)
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Displays the vendor's tax ID as entered in the Vendor
record.

Indicates whether the identification number is a Tax ID or
a Social Security Number.

By default this field displays the first four characters of
the Remittance Information Name field from the Vendor
record. If appropriate, you can change this information
based on the IRS regulations.

Imbedded blanks, extraneous words, title, and special
characters (for example, periods, or apostrophes) should
be removed from this field.

For additional information about requirements for this
field, see IRS's Publication 1220, Specs for filing 1099
Electronically, etc.

http://www.irs.gov/formspubs/lists/0,,id=97819,00.html

Displays the vendor's 1099 name.

Displays the vendor's street address. If two lines are
entered, the system displays both.

Displays the City portion of the vendor's address.
Displays the State portion of the vendor's address.
Displays the Zip Code portion of the vendor's address.

If applicable, you can enter your account number with this

vendor. This is an optional field.

Check this box if you were notified by the IRS twice within
3 calendar years that the payee provided an incorrect
TIN. If you mark this box, the IRS will not send any
further notices about this account.

Use this box to add an optional comment, if appropriate.

You can type up to 120 characters for the comment. The
system will automatically wrap text so you don't have to
press Enter for a carriage return. The system will print the
first three lines of the comment on the form.

17
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1099 - MISC Fields:

Use these fields to indicate the source of the income being reported on
the 1099. This information will transfer directly from the vendor invoice
record and be placed in the appropriate box. If necessary you can edit
the information.

1099 — INT Fields:

The system fills in the appropriate box based on the information in the
vendor invoice record. You can change the amounts if necessary.

1 Interest Income not Included in Box 3
| $0.00

2 Early Withdrawal Penalty 2 Interest on L.5. Savings
Bonds and Treas. Obligations

1099 - MISC |

| 5000 | $0.00
4 Federal Tax Withheld 5 Investment Expenses
s000 | $0.00

& Foreign Tax Paid 7 Foreign Country or U.S.
Fossession

| soo |

18
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Removing Vendors Below the Limit

Generating 1099s will create a record for every 1099 vendor and display
it in the 1099 Processing grid. Once created, you can review the records
to see if you have incomplete vendor information or have duplicate
records for a vendor. If you have missing information or duplicates, you
can fix the vendor file and regenerate the 1099s, or you can manually
delete or edit the generated records.

Once you are satisfied with the data, you can use Remove Vendors
Below Limit to delete records that do not meet your reporting
thresholds.

Reporting limits are set up in the Accounts Payable Default Settings
screen.

To remove vendors below the limit:

1. Inthe Accounts Payable menu, double-click Payments to display
the menu items.

2. Double-click 1099 Processing. The system displays the 1099
Processing grid.

3. From the Actions menu, select Remove Vendors Below Limit. The
system removes any records below the reporting threshold from the
grid.

19
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Printing 1099s

When you are ready to print the paper copies of your 1099-MISC and/or
1099-INT, have the appropriate stock ready for loading into the printer.

To print 1099s:

1. Inthe Accounts Payable menu, double-click Payments to display
the menu items.

2. Double-click 1099 Processing. The system displays the 1099
Processing grid.

3. From the Actions menu, select the Print 1099-MISC or Print 1099-
INT option, depending on which form you are printing. The system
displays the forms in the Report Viewer.

4. Load the appropriate forms into the printer and print the copies you
need.
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Sample 1099 — MISC

Preparing 1099s V

[ ] voD

[ ] CORRECTED

PO BOX 1234

CAPITAL CITY, v 85000-1234

PAVERS vame , $e etakl g 22, iy, state, P cock , and BEpIOE 10,

CAPITAL CITY SCHOOL DISTRICT #1

1 B2t ObdB Mo, 15450115
' Miscellaneous
= 2004

Income
§ Form 1099-MISC
3 Othe r come 4 Rk @l licome B wkkie K COP_‘.’ B
§ ¥ For Recipient

PAYERS Feck ral ki viification samber

RECIPIENT S Kk wtFEation vamber

B52-45-753

3 Flhhg boatppoee de

& Medicaland ke alh cane
payme e

[]

[E=RIERY

91234367 } }

RECIPIENT S vame T Howemployes compersation 8 Sibsttz pamert b Byt
JOES WINDOW CLEANING et N
JOE SQUEGEE { 14335.00 L

Sheet addess (hchdgapt.io) 3 paye rmack diectiaks of 10 Crop lhsnAice proceeds

F5,W000rmok of consumer
PO BOM 2544 prodact toa bayer
TeCrE ¥y Tor re3ak |:| [

[CHy, s te, and ZIF conle 1" 12
CAPITAL CITY, IV 85001

Aot evmber iptionak o TiHaet |13 Ercers gokie pamenne

14 Griz pocest pakl ©ay
o ey

Thiz iz important @
info rmation and i= being
imishedto the Intemal
Fawanue Service . I wou

are requiredto ilea

retum, 3 negligence
penatty or ather sanction
may be imposed on you
ifthis inzome ist@xahble
and the |RS determines
that it haz not been
reported.

} {

18 16 St W ekl I7 Sk P Ay 11 I INmber 16 STk hone
{ F93TEI4L H]
i ¥

Form 1099-MISC

[ ] voD

(Keepfor your records)

[ ] CORRECTED

Cepartment ofthe Treasury - Internal Rewenue Sendce

[]

paymet

atio rey

PAYERZ hams , s etacklg 34, ciy, state, P WCH.RI(IEHJIOI? . 1 Bt ObiB Mo, 1545-0115
CARTAL CITY SCHOOL DISTRICT #1 4 Miscellaneous
PO BOX 1234 2 Foyaltks 2004 Income
4 Form 1099.MISC
CARITAL CITY, IV 50001234
3 Other come 4 Rk @l lcome @ whhhs Kl ':Op_‘,' 2
} ! To befiled
PAYERZ Fedk ral KE itMcation snmber REZIPIENT S kR atFEaton svmber 3 FEN NI atp pose & Medicalawd beatth car with
Fame e recipient’s
el ot B32-45-753 4 § state income
tax return,
RECIPIENT S nali g T MJI?In|]D,-'PQ mlnpusa‘mn 8 Zbitets |?'3‘."|I'l?|§ h Evor w‘he“
diukkrck or e g3t ) . I
JOES WiINDOWY CLE AMING required.
JOE SEUEGEE § 148500 §
Steet adde sz (hchdhgapt. e 3 paye rmack directzaks of 10 Crop s @ac: proceeds
F5,0000rmo R of consumer
ol S T A Dyer
EQBORES5] I-recpe Wb TOF 1253k l:' H
CHy, state, and ZIP cxle 11 12
CARITAL CITY, IV 8500
Acconrt number optoial 26l TINvat |13 Ercess gokler pamcine 14 GRig prcesd pakl ©an

{ i

15 16 STt W ekl I7 P A 1T I INmber 1§ STk oo
i Fa9FTEI4N H
i ¥

1099-MISC

(Keepfar yaur records.)

Department ofthe Treasury - Internal Rz wenue Service
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Sample 1099 — INT

[ JCORRECTED (if checked)

PAYER'S name, street address, dty, state, ZIP code, and telephone no.
CAPITAL CITY SCHOCL DISTRICT #1
PO BOK 1234

CAPITAL CITY, IV 850001234

Paye 5 BTH optbaal

OrAB No, 15450112

2004

Form 1099-INT

Interest Income

PAYER'S Federal identification number [ RECIPIENT 5 identificatio n number
931 2534367 G24-12-3340

1 Fterestincome not incuded
B55.00

in box 3

RECIPIENT S name, street address (nduding apt no ), dty.sate, and dp

JOHN ROBERTS

ACE HAMDYMAN SERVICES
PO BIOK 5632

CAPITAL CITY, v 85001-1400

2 BEadywithdrawal penatty

3 Iterest on U.5. Savings
Bonds and Treas. obligations

4 Federal income tax withheld

4 hvestment expenses

Aczount number (optional)

& Foreign @x paid

T Fareign countryar U5,
possassion

Copy B

For Recipient
Thi= iz impartant &x
infermation andis being
dimishedto the Intzmal
Rewverue Servicz . K wou
are requiredto ilea
retim, 3 negligence
penatty or ather sanction
may be imposed an wou
ifthiz income ist@xable
and the [R5 detenmines
that it has not been
reparted.

Form TO99-INT

{(Keepfor your records)

[ ] CORRECTED (if checked)

Cepartment ofthe Treasury- Internal Fewenue Serice

PAYER'S name, street address, dty, state, ZIP code , and telephone no.

CAPITAL CITY SCHOOL DISTRICT #1
PO BOX 1234

CAPITAL CITY, IV 85000-1234

Paye (5 RTH optbaah

OhdB No. 1545-0112

2004

Form 1099-INT

Interest Income

PAYER'S Federal identification RECIPIENT 5 identification number
931 2534367 B54-12-8340

1 hterest income not induded
B55.00

in boo 3

RECIPIENT & name, street address (ncduding apt no ), dty.s@te, and Jp code,

JOHM ROBERTS

ACE HAMDYMAN SERVICES
PO B0 5632

CAPITAL CITY, IV 85001 1400

2 BEafywithdrawal penatty

3 htereston U.5. Savings
Bonds and Treas. obligations

4 Federal income tax withheld

4 hvestment expenses

Aczount number (optional)

G Foreign @x paid

T Foreign courtryor 15,
possession

Copy B

For Recipient
Thi= iz impartant &x
infermation andis being
Wimishedto the Intemal
Fewvenue Service . if wou
are requiredto ilea
retum, @ negligence
penalty or other sanction
may be imposed on wou
ifthiz income ist@xable
and the [R5 detenmines
that it has not been
reparted.

Form TO99-INT

Instructions for Recipient

Biox 1. Shows interest paid to you during the calendar year by the
payer. This does not include interest shownin box 3.

Biox 2. Shows interest or principal forfeited because of early
swithdrareval of time savings. You may deduct this onthe "Penalty on
early withdraweal of zavings" line of Form 1040.

If you receive & Form 10989-IMT for interest paid on a tax-exempt
ohligation, see the instructions for vour income tax return.

Box 3. Showsinterest on LS. Savings Bonds, Treasury bills, Treasury
bondds, and Tressury notes, This may or may not be all taxakble, See
Puk 550, Investmert Income and Expenses. Thizinterestiz exempt
from state andlocal incometaxes. This interest iz notincluded in ko
1.

Box 4. Shows backup withhaolding. Generally, a payer must backkup
withhold &t 5 30% rateif you did not furnish your taxpayer idertiicstion
numkber tothe payer. See Form W-9, Reguest for Taxpayer
Identification Mumber and Certification, for information on backup
withholding. Include this amount on your income tax return az tax
withheld.

{(Keepfor your records)

Cepartment ofthe Treasury - Internal Rewenue Service

Biox 5. Any amourt showvan is your share of investment expenses of
& single-class REMIC, If wou file Form 1040, woumay deduct thess
expenses onthe "Cther expenzses" line of Schedule & (Form 1040
subjecttothe 2% limit. This amourt iz includedin box 1.

BioxE. Showes foreigntax paid. Youmay be ableto claim thiz taxas
& deduction or a credit on your Form 1040, See your Form 1040
ingructions.

Mominees. Ifthis formincludes amounts belonging to another
person, you are conzidered & nominee recipient. oumust file Form
1099-IMT for each of the ather cwner s showing the income
gllocable toeach. File Copy A ofthe form withthe RS, Furnish
Copy B toeach owner. List yourself asthe "paverand the other
ovemier asthe "recipient."  File Form(s) 1099-IMT with Form 1096,
Annual Summary and Transmittal of LS Information Returnz, with
the Internal Revenue Service Center for vour ares, On Form 1096,
lizt yourzelf asthe "filer " A hushand or wite iz not requiredto fle a
nominee return to shovy amounts owned by the ather,
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Filing 1099s

If you want to file your 1099 information electronically or on magnetic
media, you must first apply to the IRS to do so. Once your application
has been accepted, you can transfer the appropriate information to the
Make 1099 Disk File screen.

Electronic submissions are filed using the Internal Revenue Service
FIRE system accessed at 1-304-262-2400.

Creating a File for Submission

When you are ready to create a file for submission, select the Create
1099 File option from the Actions menu in the 1099 Processing screen.
The system displays the following screen. Use this screen to provide the
information needed for the electronic file to be created for submission to
the IRS and/or State.

e e ]
T RECORD A RECORD
Bayment v'ear: I 2004 Payer Mame Contral: I
Prior 'ear File: || Last Time Filing: I
LA N Combined Fed/Stats File: ™
Test File: | | -
[C tion File:
Tranzmitter Control Code: I et
[ Original File: I

Beplacement Alpha Char:

Contact Hame: State Code: I i]

LContact Phone:

LContact Email:

Media Mumber: Destination & File M ame: I CMRASTA

0k I LCancel Help

Beplacement File M ame:

T Record Fields:

Payment Year Make sure this field reflects the correct year.
The system defaults the year from the
Calendar Begin date in Accounts Payable
Default Settings. This is a required field.

Prior Year You only need to check one of these fields if

Replacement File you are submitting information for a prior

Test File year, or submitting a replacement file or test
file.

Transmitter Control This number is assigned by the IRS. You

Code can use up to 5 characters. This is a

required field.
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Replacement Alpha
Character

Contact Name and
Phone

Media Number

Replacement File
Name

A Record Fields:

Payer Name Control

Last Time Filing
Combined Fed/State
File

Correction File
Original File

State Code

Destination & File
Name

24

You only need to use this field if this is a
replacement filing.

Enter your contact information. These are
required fields.

For magnetic media filers only, enter the
number used to identify a particular piece of
media.

You only need to supply a file name here if
you are submitting a replacement file.

This is a 4-character code that is usually the
first four characters of your entity name. See
the IRS documentation for specific
information. This is a required field.

Select whichever of these filing types applies
to your entity. The default is Original File.
You can only check the Combined
Federal/State Filer box if you have been
approved to participate in the combined
federal/state filing program.

Check the IRS documentation for state
codes. The default is 0. This is a required
field.

This field displays the path to and name of
the file. You can change the location of the
file, but the file name must remain the same
(IRSTAX). This is a required field.



Preparing 1099s V

Removing Prior CYTD Balance Amounts

If you used the Prior CYTD Balance field on the 1099 Information tab of
the vendor record, you can use the Zero Out CYTD Balances option to
clear the fields again. Use this option after completing your 1099
processing for the year.

To remove Prior CYTD Balances:

1. Inthe Accounts Payable menu, double-click Payments to display
the menu items.

2. Double-click 1099 Processing to display the 1099 Processing grid.

3. From the Actions menu, select the Zero Out CYTD Balances
option. The system displays a message asking for confirmation that
you want to remove the balances.

1099 Processing B k=

| 1 This Action will remowe any dollar amounts in the Prior C¥TD Balance Fields in wour
wendaor records, Do wou wish ko continue?

4. Click Yes to proceed. The system removes the dollar amounts from
the Prior CYTD Balance fields in the vendor records and displays a
message when complete.
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Preparing W-2s

This chapter describes the process of preparing W-2 forms for your
employees. Covered in this section are the following topics:

W-2 checklist

About Forms and Filing

Verifying processing information

Selecting the W-2 approach

Running a Quarterly Accumulations Report
Printing a Validation Report

Generating W-2 records

Importing payroll information (if needed)
Printing W-2 forms

Preparing the W-2 filing

27
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W-2 Checklist

Description

0O 1. Verify payer information and Federal tax ID 31

Use the General Ledger Default Settings screens to verify
payer address and contact information, as well as your
entity’s Federal tax ID.

O 2. Verify W-2 box selections and state tax IDs 33

Verify the W-2 box selections for all deductions. Verify
your state codes, ID, and formats to make sure they are
correct.

O 3. Access W-2 information 35

For partial calendar year users: Determine the method
you will use to prepare W-2 records.

You can issue two W-2s (one for your old system and one
for the Accounting system).

You can import the previous system's information as an
adjustment to the W-2 information generated by
Accounting using the Import from MMREF option. If you
plan to use this approach, balance the W-2s generated by
this system before importing MMREF information from a
previous system.

You can manually enter adjustments in the YTD
Accumulations for each of your employees and select that
the adjustments be included in W-2 calculations.

4. Run the Accumulations Report 36

Run the Quarterly Accumulations report for the year.
Review the report for accuracy and balance to your 941
filings.

5. Print a Validation Report

Print a Validation Report to identify whether there are any
employee names or addresses that exceed the acceptable
field length.

a5 Generate employee W-2 records 38

Generate the W-2 work file.

O e. Review employee W-2 records 42

Review and adjust employee W-2 records as needed.

0ov. Print W-2 Totals Report 47
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Step Description Page

Print the W-2 Totals Report to check your final W-2 file.
Use this report to balance to 941 filings for the calendar
year and to obtain summary filing totals.

O 8. Print W-2s 50

Print W-2 forms for employees. Also export a copy of the
W-2 forms as a PDF to keep for archive purposes.

0o. Prepare the W-2 filing 53

Prepare the filing of W-2 information for the SSA.
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About Forms and Filing

W-2 Forms

Transmittal Form

The Payroll module has the ability to generate a W-2 file in the MMREF
format for transmission to the Social Security Administration. Using this
filing method eliminates the need to print and send Copies A and D.
With this type of filing, you may use the single sheet with all employee
copies (4-up form), which means you only have to purchase and print
one form per employee. This filing method is recommended.

Accounting assumes that you will be filing magnetic media or
electronically, and printing employee copies on the 4-up forms.

Use the 4-up blank, perforated forms with instructions on the back. The
Copies A and D are eliminated, and the employer record copy can be
printed on plain paper. This makes printing and mailing of the employee
copies much easier, and provides a nicer format.

A transmittal form is required with magnetic media filings. For Federal
reporting it is:

Form 6559 Accompanies magnetic media filing of W-2 Copy A.
You can download this form from the SSA web site.

For State reporting requirements, refer to your state taxation agency.
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Verifying Processing Information

The W-2 process takes place in the Payroll module. Before you start
processing W-2 information, there are a few items you need to verify:

®  Entity name and address

Federal ID Number

State ID numbers and formats
Locality names and tax types

W-2 box selected for all deductions

Entity Information

Verify that your entity’s name, address, and Federal EIN are correct in
the General Ledger Default Settings screen. This information will appear
on every W-2.

To check entity information:

1. Inthe General Ledger menu, double-click Configuration to display
the menu items.

2. Double-click General Ledger Default Settings. The system
displays the General Ledger Default Settings screen.

[« General Ledger Defaultsetbngs ]
r Entity Information
Mame:  [CAFITAL CITY SCHOOL DISTRICT #1 EederalEIN:  [991234867 |
Strest: IF'D BOX 1234 State [D: |5598?854A
I State 1D Format: m
Ciy:  [cePTALCITY SteteCode: @3 |
Stete i Zip: [es0001234 County: [wFme
— Contact Information — Fizcal D ate:
Hame: IDEWB}' Hafta Start Date: IWE
Phone: [(255) 2871267 | Etension: [am__ | EndDats  |0B/30/2005  [v]
Email Address: Idhafta@cc:sd.k‘l 2iv.us Trans Begir: ID?.-"D‘I J2004 :l
~ Budget Information — Entity Codes
Curent Year IM Prior Year Colurn: lm Murnber: |1—
Brior Year: IM Adaopted Calumn: lm Tupe: IU—
‘whorking Calurmn: W Extension |1—
B alance Calumi: lm Resp. Center: |>¢<—
Propozed Column: lm File Prefix: |><><—
~Woucher Infarmation — Micellaneous Information
[~ Create ASCH Youcher Files Pl I—S999
Eile Path: |
oK | Lancel | Help |
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3. Review the Entity Information fields to be sure they are correct.

4. Review the Federal EIN field to be sure it is correct. The field must

contain 9 digits.

State ID Numbers and Formats

For your state codes, ID numbers, and formats, there are two places
you need to check. This information is set up initially in General Ledger
Default Settings. Also, the state income tax deduction definition contains

the fields for each state income tax deduction you defined.

Check the state tax deduction definition in Deduction/Benefits

Maintenance to be sure the State Postal Code, State ID, and State ID
Format fields are correct for each of your state income tax deduction

definitions.

I Actions

. Edit Deduction % I

~ Deduction Information

Marme: IAHIZDNA STATE Tax w/H

Payes: IAZ DEPT. OF REVEMLE

Type: IStata Tax - Arizona

Categary: I 'l
Group |D: IGHF'1

—Accounting Information

w2 Information

Ermployes Liabiity Account Offset: IF‘AYABLE j Eox Number: 1
IA State Postal Code:
Employer Liability Account Offset: IFUND BALAMCE j
| 123456788
Employer Expense Account Offset: IFUND BALAMCE j &t | @E-EEEEEE @
Deduction Lines | Deduction Higtory I
De phio Amo Amo EICE a
10 Percent of Federal $0.00 £0.00 $0.00 0.0000 $0.00
18 Percent $0.00 $0.00 $0.00 0.0000 $0.00
21 Percent $0.00 $0.00 $0.00 0.0000 $0.00
23 Percent $0.00 $0.00 $0.00 0.0000 $0.00
b | 29 Percent p $0.00 $0.00 0.0000 $0.00
34 Percent $0.00 $0.00 $0.00 0.0000 $0.00
Maximum B asis
’7(" Fiscal 1 Calendar Pre-paid Amount: I $0.00  Bank for Deposit: I

14| 4 | Mode: Edit - Record 1 of 1

I™ | Close this didlog after update?

oK | Cancel | Help

To change the format, use the @ sign on your keyboard to represent

alphabetic or numeric characters, and insert hyphens or spaces as

appropriate.

32




Preparing W-2s -V'

Locality Names and Tax Types

If you are reporting local income taxes, review the deduction definitions
for each of your local income tax deduction types.

In Deduction/Benefits Maintenance, check Setup to be sure the locality
name and tax type are correct for each local income tax deduction

definition.
S > |

Deduction: I cmtd

Local Tax Information
Locality Mame: I

Tax Type: I C | vl

Ok | LCancel Help

W-2 Box Selections for Deductions

In the Deductions/Benefits Maintenance screen, verify that the W-2
Information parameters on all deductions are set correctly before
generating W-2s for the first time.

If Box 12 is selected, the letter code from the W-2 list must be provided
in the next field. Multiple Box 12 items with the same code will be rolled
up to a single W-2 entry.

For the retirement flag in Box 13, the employee or employer amounts for
retirement benefits using any Retirement deduction type being greater
than zero cause Box 13 Retirement to be flagged.

For any state taxes, verify the W-2 information parameters are
complete.

For any local taxes, check the deduction setup to verify the Locality
Name and Tax Type are correct for each local income tax deduction.

To check W-2 information for deductions:

1. Inthe Payroll main menu, double-click Deductions/Benefits to
display the menu items.

2. Double-click Deductions/Benefits Maintenance.

3. Rearrange the grid for the W-2 information.

=

4. Click to display the Generate Listing screen.

5. Choose any grouping that applies (for example, you can group
deductions by deduction type).
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6. Click OK. The system displays a listing of W-2 information for each
of your deductions in the Report Viewer. Print the report and verify
your deductions' W-2 setup.
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Selecting the W-2 Approach

For partial calendar year users: Determine the method you will use to
prepare W-2 records.

B You can issue two W-2s (one for your old system and one for the
Accounting system).

B You can import the previous system's information as an adjustment
to the W-2 information generated by Accounting using the Import
from MMREF option (see page 45). If you plan to use this approach,
balance the W-2s generated by this system before importing
MMREF information from a previous system.

® You can manually enter adjustments in the employee YTD
Accumulations for each of your employees and select that the
adjustments be included in W-2 calculations.

—I0ix]

— Employee Selection

Employee |0 IAB‘I E549 MNarme: IAbbott, Peter S5N: I £45-31-6549
T Accumulation Information

DAL: f Type: | Adjustment

Pozition Type: I rear: I 2004 EI

Descriptian: I Buarter: I 4|§|

Source: | & Gross Pay " Deduction | I | el

Dreduction Code: I j

Amaurt: I $0.00  Employer Amaount: I $000 ‘Wage Basis: I $0.00

4] 4| Made: Add » |}|| [" Cloze thiz dislog after update?

Ok | LCancel | Help |
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Running a Quarterly Accumulations Report

This report shows the accumulations for the entire year. Print the report.
Then review the report for accuracy and balance it to your 941 filings.

=, Quarterly Accumulations

| Actions
Calenidai 0 uarbeis
Salactad |"l"v|:¢1 Quailed
& 2002 3|
= 2002 1
| B 2003 2
| i 2003 3
1 r | 2. 4
= 2004 1
| | 2004 2
1 2004 3
_Dl:“:lun
&% Soil By Last Hame
= Soit By Emplopes S5H
Emplope: ] ﬂ
o | caos | e |

Select the quarters and click OK.
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Printing a Validation Report

Before you generate your W-2 data, run a W-2 Validation Report to
have the system check for employee names or addresses that are too
long. This report checks employee records for the following:

First name longer than 15 characters
Middle name longer than 15 characters
Last name longer than 20 characters
Address line 1 longer than 22 characters
Address line 2 longer than 22 characters
City longer than 22 characters

State longer than 2 characters

Zip longer than 15.

If the system finds any of the above situations, it will produce a report
displaying the employee and the warning. You can then decide how you
want to handle these situations before generating the W-2 data.

To print a W-2 Validation Report:

1.
2.

In the Payroll menu expand Reports to display the menu options.

In the Reports menu, expand Quarterly/Annual to display the menu
items.

Double-click W-2 Processing. The system displays the W-2
Processing grid.

From the Actions menu, select the Validation Report option. The
system displays a dialog box asking you to supply the calendar year.

W-2 Processing ! x|
Pleaze input calendar year:

Cancel

[2004

Review the default displayed. You can change it if necessary.

Click OK. The system checks the employee records and displays a
report if it finds any warning situations. If it does not find any
problems, no report displays.
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Generating W-2 Records

Once you have reviewed your W-2 setup and reviewed the
accumulations report for accuracy, you can generate the W-2
information for your employees. Generating W-2 information gathers all
of the year-to-date payroll accumulations for your employees into a
working file. Once information is generated, you can review it and make
adjustments as necessary.

Any adjustments you make in the W-2 information are reflected only in
the W-2 file.

You will be working with the records in the W-2 Processing screen as
they were generated. If for some reason you need to regenerate these
records, you first need to Delete All Records and then generate them
again.

To generate W-2s:

1. Inthe Payroll menu, double-click Reports to display the menu items.

2. Double-click Quarterly/Annual to display the menu items.

3. Double-click W-2 Processing. The system displays the W-2
Processing grid.

mlnﬁnite Yisions Enterprise Edition - Accounting - [W¥-2 Processing] { S|w E| B C| ") _|5| ﬂ
5. Fle Edit | Actions Records Window Help _|= 5'|
@ ‘ 21zl Validation Repart ] (Y ‘ =} ‘ ﬁ ﬁ E]

[elete All Records Employee W2
| clear actuas idle [Last Name | Addiess Line 1 Address Line 2 City [Stal

Save Adjustments
Retrieve Adjustments
Impott Adjustments From MMREF

Totals Repart
Print 4 UP

Make File
Shortcuts 5

KN i

| Ready | Entity: WHE | Group: WEE Traiting | Fr: 2005 | DAC: 93

4. In the Actions menu, select the Generate Records option. The
system displays a message asking you to enter the calendar year.
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Preparing W-2s -V'

W-2 Processing 0 |
Flease input calendar year:

Cancel

5. Type the calendar year you are generating W-2 information for and
click OK. The system generates the W-2 records for the selected
year and displays the following message.

W-2 Processing m

\ld) Done generating W2 records,

The system redisplays the W-2 Processing grid with the generated

records.
Ei Infinite Yisions Enterprise Edition - Accounting - [W-2 Processing]
n.- File Edit Actions Records Window Help ;Iilil
@) &L 21| % % ¢ 8] rx e g K| M« Recordsof 35 r o (B BEEe ‘
Emplopee W2
Control Social Sec. First Name Middle | Last Mame Address Line 1 Address Line 2 City :
AR16543 645-31-6543 Peter Abbott PO Box 101 Capital City | '_|
AC45454 454-54-5454 Dionig Ajar 221 5. B Street Capital City I
EL22222 222-22-2222 Hal Apeno 224 N. Z Street Capital City I
BUG3123 78795-3123 Al Bebak 523 5. L Sheet Capital City | I
P ELI15G49 321-21-5643 Rita Book. T7EGE. Ll Gireet Capital City |1
TB12655 126-65-6464 Tim Burr G765 5. B Shest Capital City | I
CA16545 654-31-6545 Al Catraz 452 E. G Street Capital City I
CR41231 B54-64-1231 Lina Credit 456 5. T Street Capital City [1
BUI2121 121-21-2121 Dan Diruff 442w, C Street Capital City I
TE78342 125-67-8942 Pally Ester 423 5. K Street Capital City [}
FES1256 456-45-1256 Karen Feeding 7895. D Street Capital City I
GR43434 434-94-9434 Doug Graves 225 5.V Street Capital City [}
HidbE45 E54-64-BE45 Diewey Hafta 159 5. E Street Capital City I
|Z56465 456-45-64E5 Les |zmore 45B6 E. ¥ Stieat Capital City I
JE43156 B54-64-3156 Bitf Jerques B4E5 . J Shreet Capital City [1
FO13246 77321-3248 Joe King BEBE E. 5 Shest Capital City | I
FO46512 456546512 Sal Ladd 332w, P Street Capital City | I
La31321 654-63-1321 Lucy Lastic 464 E. K Street Capital City I
AT79831 546-87-9831 Shanda Lear 344 5. J Street Capital City [1
LESE4E5 655-64-5648 Penny Less 8554 S. L Street Capital City I
MUSE45E 123-15-6456 M andy Lifeboats 3344 E. A Steet Capital City [}
Co89789 789-78-9789 Kendall Litedinner 889w, N Street Capital City I
MO32113 B54-63-2113 Owen Money TBEE. S5 Street Capital City [}
MbA35465 132-13-5465 Lauren Order B79E. B Street Capital City I
EN4E546 233-54-6546 \Warren Peace B577 5. P Stieat Capital City I
_I_H|A84584 654-66-4564 Rose Petals 234 5. T Street Capital City _ |I' ~
4 3
Ready | Entity: MG | Group: Pubs DE | Fr: 2004 | DAC: 853

When the system generates W-2 information, it places the information in
the Actual Amount column. Under some circumstances, you may want
to clear out all of the actual information and just enter adjustments. To
do this, you can use the Clear Actuals option on the Actions menu,
work with Adjustments only, save the adjustments, then regenerate the
Actuals later and retrieve the adjustments.
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Deleting W-2s

To clear actuals:

1.
2.

In the Payroll menu, double-click Reports to display the menu items.
Double-click Quarterly/Annual to display the menu items.

Double-click W-2 Processing. The system displays the W-2
Processing grid.

In the Actions menu, select the Clear Actuals option. The system
displays the following message.

W-2 Processing m

\__‘.:j This will set all figlds in the Actual Amount column to zero. Proceed?

es Mo |

Click Yes to proceed. The system clears any amounts in the Actual
Amount column.

If you need to delete W-2 records, you can either delete an individual
record, or you can Delete All records and then regenerate.

To delete individual records:

1.
2.

6.

In the Payroll menu, double-click Reports to display the menu items.
Double-click Quarterly/Annual to display the menu items.

Double-click W-2 Processing. The system displays the W-2
Processing grid.

Click to select the record(s) you want to delete.

Select the Delete command. The system displays the following
message.

\_‘.p Are you sure you wish to remove the selected row(s)?
Yes | Ko I

Click Yes to delete the record.

To delete all records:

If you want to delete all generated records and start over again, you can
easily do so. If you have made adjustments that you want to save, use
the Save Adjustments option on the Actions menu before you delete all
records.
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Preparing W-2s v

In the Payroll menu, double-click Reports to display the menu items.
Double-click Quarterly/Annual to display the menu items.

Double-click W-2 Processing. The system displays the W-2
Processing grid.

From the Actions menu, select the Delete All Records option. The
system displays the following message.

W-2 Processing ﬂ
‘.TJ This will delete all W2 records. Do you want to proceed?
-
Yes | Mo I

Click Yes to proceed. Once you have deleted all the records, you
can then regenerate them and retrieve your saved adjustments.

If you want to completely regenerate all W-2s and start from the
beginning, first use the Delete All Records option and then the
Generate Records option to regenerate.

If you want to save any adjustments you have made, use the Save
Adjustments option before you Delete All Records.

To regenerate W-2s:

1.
2.
3.

In the Payroll menu, double-click Reports to display the menu items.
Double-click Quarterly/Annual to display the menu items.

Double-click W-2 Processing. The system displays the W-2
Processing grid.

If you want to save any adjustments you have made, select the
Save Adjustments option on the Actions menu.

Select the Delete All Records option from the Actions menu. The
system will delete all of the records.

Select the Generate Records option from the Actions menu to
regenerate the W-2 information.

If you have some saved adjustment records, select the Retrieve
Adjustments option from the Actions menu to retrieve any saved
adjustments.
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Editing W-2 Information

You can enter adjustments to wages and/or withholdings in the
Adjustment column on the Edit Employee W-2 screen. If you have any
employee information from the current calendar year that is not in the
Payroll module, you can enter any missing data here and it will be
printed on the W-2.

Notes for Saving/Retrieving Adjustments

Adjustments made to Box 12 will be matched by code when
retrieved. If there were additional codes added as adjustments, they
will be added until there are 4 box 12 codes on the W2.

Changes made to Box 13 check boxes will not be saved/retrieved.

Adjustments made to Box 14 will be retrieved to the same line as
they were saved; they are not matched up based on the description.

Box 20 Locality Name descriptions added as adjustments will not be
saved/retrieved.

Any Notes added will not be saved/retrieved.

If you are using the Save/retrieve adjustment actions and have multiple
Box 12, 14 or Local Taxes, verify the information is correct after
retrieving the adjustments.

Entering Adjustments

1.
2.

In the Payroll menu, double-click Reports to display the menu items.

In the Reports menu, double-click Quarterly/Annual to display the
menu items.

Double-click W-2 Processing to display the W-2 Processing grid.
Select the record you want to adjust.

Select the Edit command. The system displays the Edit Employee
W-2.
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Saving Adjustments

Preparing W-2s 'V'

. Edit Employee W2 ) x|

— Emplayes Information

Social Security Number: I E45-31-6R49 LCantral Mumber:

First, Middle, Last [ Peter | | Abbatt

Address: [P.0. Box 101

|

City, State, Zip: | Capital Ciy f e [ a5242

Basic |§ddﬂional| State | Local | Motes |

w2 Data

Actual Amount  Adjustment Tatal

1. Wanes, Tips: I $7.204.62 I $0.00 I $7.204.62
2 Federal Income Tax withheld: | $1.036.54 | $0.00 | $1.036.54
3. Social Security Wages: I $7.h04.62 I $0.00 I $7.h04.62
4. Social Securty Taw'withheld: | $465.28 | 000 | $465.28
5 Medicars ‘Wages: | sr50a62 $0.00 | $7.504.62
B Medicars Tax Withhsld: [ ez | s000 | #0882
7. Social Security Tips: | $0.00 | $0.00 | 40.00
8 Allacated Tips: | $0.00 | $0.00 | $0.00
9 Advance EIC Payment: | $0.00 | $0.00 | $0.00
10. Dependent Care Benefits: I $0.00 I $0.00 I $0.00
11. Non Qualified plans: | $0.00 | $0.00 | $0.00
11. Non Qualtied Non 457 plans: | $0.00 | $0.00 | $0.00

e p
I NI p] IMode: Edit- Record] P I NI ™| Clase thiz dislog after update?
OF. | LCancel | Help |

Enter adjustments as needed in the Adjustment fields. The system
adjusts the Total based on your entries.

Click OK. The system displays the W-2 Processing grid.

If needed, you can save the adjustments you enter. Unless you
specifically save the adjustments, if you need to regenerate the actual
W-2 information for any reason, the adjustment column will be reset to
zero.

1.

To save your adjustments, select the Save Adjustments option
from the Actions menu. The system displays the following message.

W-2 Processing m

® | This will save adjustments entries to a temporary table, Adjustments saved previously
\‘-‘f’ will be overwritten, Proceed?

Yes Mo |

Click Yes to save the adjustments. The system displays a message
when the adjustments are saved.
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Retrieving Saved Adjustments

If you need to regenerate W-2 information after you have made and
saved any adjustments, you can restore the saved adjustment
information:

1. After you regenerate the W-2s, select the Retrieve Adjustments
option in the Actions menu. The system displays a message
reminding you that if you retrieve adjustments, you will overwrite any
adjustments you may have entered.

2. Click Yes to proceed. The system retrieves the adjustment
information and informs you when it is finished.
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Importing MMREF Information

If you implemented the Infinite Visions Enterprise Edition software in the
middle of a calendar year (for example, July 1), you can use this utility to
import W-2 information from your previous computer system and include
that information as adjustments in the file you are creating to report W-
2s with Infinite Visions.

Before using this utility, run the W-2 process in your previous software to
get an MMREF file containing your employees' W-2 information for the
first half of the year (for example, January through June). Once you
create this file, you can import it for use with the Infinite Visions W-2
calculations.

The Social Security Administration has a free software application that
checks your W-2 file for over 200 errors before you submit. You can
download the AccuWage software at no cost from the SSA web site.
Before importing the MMREF file, run the import file through AccuWage
and correct any errors.

Import Notes for Multiple Box 12 Codes

The system imports the first four items that are not zero in the MMREF
file into an adjustment record for the employee. The order that the
system looks through the MMREF file is: (from the RW record) C, D, E,
F, G, H, W, and V; (from the RO record) A and B - (combined together),
M,N,R,S,and T.

If there are Box 12 codes in the MMREF file that aren't on the IVEE
BudgetSense W-2, they will be imported until there are four Box 12
codes. So, if the IVEE BudgetSense W-2 record has codes C and E and
the MMREF file has D, G, and H, only D and G will be imported; H will
not.

In the example above, if the employee has C, D, F G, and H from IVEE
BudgetSense and the MMREF has C, E, G, H, and T, only the C and G
match up from the first four codes of each location, so they will be
imported; but the other codes (E, H, and T) will not be imported.

To import an MMREF file:

1. Inthe Payroll menu, expand Reports to display the menu items.

2. Inthe Reports menu, expand Quarterly/Annual to display the menu
items.

3. Double-click W-2 Processing. The system displays the W-2
processing grid.

4. From the Actions menu, select the Import Adjustments From
MMREF option. The system displays the following message.
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W-2 Processing m

<2 This will import adjustments From a file inko a temporary table, Any previously saved
o adjustments will be overwritten. Proceed?

Yes Mo |

5. Click Yes to proceed. The system displays a Select File screen you
can use to navigate to the file you want to import.

St @@

N = s e

(Nl NN B2 ocal Disk ([C:]

Documents and Settings
Farpaint
Program Files

Deskiop

My Documents

_MawCCle
CBN90268
1800003102

%7800903

3

Iy Computer

File name: [wzrREPORT = Open |
Files af type: I"," ﬂ Cancel |

i

6. When you locate the file, select it and click Open. The system
imports the file and displays a message when it finishes.

To retrieve the imported adjustments:

Once you have imported the MMREF file, you will need to retrieve it to
move the adjustment amounts into the W-2 file.

1. Inthe W-2 Processing grid, select Retrieve Adjustments. The
system displays a message reminding you that if you retrieve
adjustments, you will overwrite any adjustments you may have
entered.

2. Click Yes to proceed. The system retrieves the adjustment
information and informs you when it is finished.
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Printing a W-2 Totals Report

Print the W-2 Totals report to review the box totals and adjustment
information before printing W-2s.

To print a W-2 Totals report:

1.
2.
3.

In the Payroll menu, expand Reports to display the menu items.
Expand Quarterly/Annual to display the menu items.

Double-click W-2 Processing. The system displays the W-2
Processing grid.

From the Actions menu, select the Totals Report option. The
system generates the report and displays it in the Report Viewer.
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Sample W-2 Totals Report

This sample has two pages.

Interfund Test School District

48

W2 Totals
Fistaliyearz=2003:2004 Actual Amourt Adjustmert Total
1. WWages, tipz, ather comp. 568,533.15 1,721,281.4 2,289,814.56
2. Federal income tax withheld 47,344.00 220,649.12 267,993.12
3. Social security wages 590,527.56 1,267,055.72 1,857,583.58
4. Social security tax withheld 36,612.78 78,619.56 115,232.34
5. Medicare wages and tips 590,527.86 1,707,907.83 2,298,435.69
6. Medicare tax withheld 8,56 2.78 24,764.92 33,327.70
7. Social security tips 0.00 1,000.00 1,000.00
§. Allocated tips 0.00 1,235.64 1,235.64
9. Advance EIC payment 896.56 400813 4,904.69
10. Dependent care benefits 250.00 5,500.00 5,750.00
1. Monguslified plans 2,071.60 130,692.31 132,763.91
12. See instructionz
A 185.00 580.00 T65. 00
B 110.00 0.00 110. 00
[ 883.00 6,787.85 7,670.85
i} 9,339.00 318,709.26 328,048.26
E 3,737.49 36,308.62 40,046.11
F 251.06 1,498.11 1,749.17
G ¥35.24 1,955.38 2.690.62
H 260.30 500.60 750.90
J 1,068.62 0.00 1,068.62
K 1,165.00 0.00 1,165.00
L 62.50 0.00 62.50
M 118.65 850.50 969.15
H 33.30 55.50 88.50
P 99.99 0.00 99.99
5 428.43 804.32 1,232.75
T 111.10 222.20 333.30
) 611.10 1,907.53 2,518.63
13, Statutory employee 1
13. Retirement Flan 61
13. Third-party sick pay 1
14. Cther
AZ State Retir 14,036.28 0.00 14,036.28
TeachersUnion 0.00 0.00 30.00
T5A 3,797.91 0.00 379701
United Way 76.50 0.00 76.50
16. State wages, tips, etc. 537,161.09 1,436,050.04 1,973,211.13
17. State Income Tax 11,353.11 69,485.69 80,838.50
15. Local wages, tips, etc. 21,838.43 452,777.18 474,615.61
Printed: O 0252004 9:34:44 AM Report:  rptPRW2Totals 1.2.40 Page:




Preparing W-2s v

Interfund Test School District
W2 Totals
Fiscal Year: 2003-2004 Actual Amourt Adjustment Total
19, Local income tax 237.97 60,792.32 61,030.29
Mumber of W2s il
End of Report
Printed: 0022004 9:34:44 AN Report:  rptPRW2Totals 1.2.40 Page: 2
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Printing W-2 Forms

For the copies you send to employees, use the 4-up employee W-2 form
that prints to blank, perforated form stock with instructions on the back.

The employer record copy can be printed on plain paper.

To print 4-up employee forms for employees:

1.
2.
3.

In the Payroll menu, double-click Reports to display the menu items.
Double-click Quarterly/Annual to display the menu items.

Double-click W-2 Processing. The system displays the W-2
Processing grid.

Load "blank," perforated W-2 stock into the printer.

Select the Print 4 Up option from the Actions menu. The system
displays the following message.

W-2 Processing m

\?‘) Print \WZs sorted by pay location? Selecting Mo will print W2s sorted by employee last
name.

es Mo I Cancel |

Click Yes or No as appropriate. The system prepares the W-2s and
places them in the Report Viewer.
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Copy BTo Be Filed With Erployes' s OME No, Copy 2To Be Filed With Ernployes's State, GME Ho.
FEDERAL Tax Return 2004 1545000 City,or Local Income Tax Return 2004 lhiitl )
A Con ol imeET 1 ';'\'.;{_pslnx,loﬂe[mnd)_ 7 Feck @l NCom e G Wkl e kI T CON Do TN EET T VUE T, 0, oie oo p. T FecRralWoome Gy WiRke kT
AE1E543 Jeut 105l AE16543 Te0aiz 105534
TOCTA S EC Ty WaLET T T SR CH TEy T W T RE 1] TOCTT S ECATy WatET T oochnsect iy o Wi ke O
[T EmpoE o e | 50462 45528 [T Bmpbye o ameer—| TI0452 25528
T MRk wager and s T TEdCak T WERE O T eIk wager and s T WEdCak to WEie
il 7a0452 10852 Sl PE0462 10852
T Empoye (7 1am e, ofiets, avd 3 ook T EpIRE (5 han e, okiess, and 3 ik
CAPTAL CITY SCHOOL DISTRICT #1 CAPTAL CITY SCHOOL DISTRICT #1
FOEBOH 1234 POEBOR 1234
CAPTAL CITY IW&5000-1234 CAPTAL CITY 50001234
T Emphyees sochTE cily simber T EnpioyE €T sochl s chity § imber
B45-31-6549 Bd5-31-6543
& Emplyees hame, ackiess, and = cock & OnplyEeT vame, aklees, and 2 cok
Feter Abbott Peter Abbott
F.0. Bon 101 P.0O. Box 101
Capitzl City W 85243 Capital City I 85242
S LT T L SEIT R 3 Lilianie EF: paynent G LT T L =1 TR T Eance EF. Fernent
T DEpe wie It cak b2 1eTe TT Fenova ed plns 120 wodle See Wstmrbon 12 T Depe bde Nt cak [ 1e e TT e va Red phns T wode  wee Watfrbox 12
E 30000 E 30000
T etviry emplayee 13 Oler TIE oele TF ey e ployes |13 oHer T2 e
Fedreme itp ar i Cole Fedleme fipar e wode
TE R IR TId ele TV Ry £ oy o Cole
15 = Bmplrs stk LD.# 15 Sk waces, s, ek, 7 ke mcome o 15 = BMpIrs stk LDL# 16 Sl wages, ths, ek, 7 ke Woome to
T Lalwagks: e ek T8 Local icom € T T Locally vame T Localwaks, §e. e 6. T8 Local icom & fan T Locally vame
Form T Wage and Tas SEBment FI-ZE06 1 DepLoTe TRAZ Iy — RS Form VT Vage and Tas SEBment AT-TEZ 806 | DepLoThe TEazily — IS
ThE nfom aton b Behg freked ©1he e nalReve i Semk:
Copy C For EMPLOYEE S RECORDS OME Ho. Copy 2To Be Filed With Employes's State, QME No.
[SeeMoticeto Employeson back of copy B.) 2004 1545000 City,or Local Income Tax Return 2004 iS15 008
A ol nmEEr T TlaE s, e, cier com p. T Feckrallcome G Wilie il T Lol NemEEr T VlaE s, s, o com p. T Feckraloome Gy Wilie il
TadEz 03654 Faogg2 03654
i Tochlsect Ty wages T Tochlsecarhy to Wi ke O ael Tochlsecarly Waes T Tochlsectrly to whike O
b Empioye (10 nmBer Ta0462 65 28 B Bnplage 110 vamber TaNAE2 dES 28
7 WEdEak wanes avd s & Fedbae o wElie 7 TEdEak waner and s T MEdEaE to wEike O
AlEshes Ti0dE2 0882 20 7504 52 08 82
T EMpIE (7 1 e, afless, and 3 ik T ENpIE (5 ban e, akiess, and 39 ik
CAPTAL CMTY SCHOOL DISTRICT #4 CAPTAL CITY SCHOOL DISTRICT #1
FOEBOX 1234 POEBOR1234
CAPTAL CITY IW&5000-1234 CAPTAL CITY W E5000-1234
d Empkyees sochleE crily vamber T Emploees sochlee chily samber
E45-21-6349 645-21-6349
& EmpIyEEs hame, ackliess , and = cok & ENMpIyEET ban e, ankdiess, abd o cok
Peter Abbott Peter Abbott
F.0. Box 101 P.0O. Box 101
Capital City W 25242 Capital City b 85242
TRl e Ty A Ed or T Ediaice CE: payment Tl eCA Ty ERaed ot T Ediance CF: payment
T DEpende it cak e 1eG TT Flon va Fed plns Toa Code  oee Thel T o 12 T DEpEndedt cak [ KeTE TT Ton ova e Pl TIa Code  Cee et frbon 12
E 30000 E 30000
T ey EMpRyee |14 CWer I Coele T SOy empioyEe |19 Oler TG Cole
| Fefleme ip T TG Cole FETEmE R ET TG Cle
TV TRF oy T Cole TV TR oy o e
15 s EMPIE STRE LD, # 16 SHE watgs, 11, 8L, 7 SHEE Moome T 15 e EMpIE $EE 1D # 16 THE Wags, 3, et 7 SEE koo T
T [alWak:, 0%, e L. 19 Local Moo & T Loty bame W LcalWak: 0% e E. T3 ool Ian & tae W Localty wame

Form A2 Wade and Tas stakment 41-162 806 1 Rt oThe TRASN — RS
ThE WTom Ao kD mrk e ©the IR I‘I‘ ‘Ol are o e £ Tk A R, A eedikE o
e nabyithe rzavcion may be mposed onyon T E hcome & Brabk and o @ lto pport

Form A2 Whagde and Tas stagment 41-162 506 1 eptothe TEAIMY - IRS
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Archiving W-2s

A useful technique for archiving a copy of this year's W-2s is to use the
Export to PDF feature of the Report Viewer and create a PDF of your
completed W-2s. Using a PDF file as an archive, you can reprint a
specific W-2 (by using the search features built into PDF) years later if
an employee requests it. You would then not need to keep your W-2
files on-line.

To make a PDF of your W-2s:

1. Follow the instructions for printing W-2s until you have the W-2s
displayed in the Report Viewer.

2. Either from the toolbar or the Export menu, select the PDF option.
The system displays a Save As screen so that you can specify a file
name and a location.

3. Type a file name (for example, 2004W2s), and navigate to the
location where you want the system to place the file. Click Save.
The system saves a copy of the W-2s as a PDF file at the location
you specify.
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Making the W-2 File

Even for smaller districts (those with under 250 employees), it is more
efficient to file electronically. Therefore, no option for paper filing is
available. For filing on magnetic media (diskette) with the Federal and
State agencies, see the SSA documentation for proper transmittal and
labeling instructions.

If you are filing electronically, you will upload the file using the Online
Wage Reporting Service. See www.ssa.gov/employer for instructions.

Error Checking the File: The Social Security Administration has a free
software application that checks your W-2 file for errors before you
submit. You can download the AccuWage software at no cost from the
SSA web site.

To make the W-2 file:

1. Inthe Payroll menu, double-click Reports to display the menu items.
2. Double-click Quarterly/Annual to display the menu items.

3. Double-click W-2 Processing. The system displays the W-2 grid.

4.

From the Actions menu, select the Make File option. The system
displays the Make W-2 File screen.

&, Make W2 File |

— W2 File Parameters

Lontact Mame: || Perzonal ID Mumber: I
LContact Phone Number: I - Fiesub Indicatar: I 0
LContact Fax: I r - BesubwFID: I

1 Prefered Methad of ; =
LContact Phone Ext: I Problem Motficatian: IEmalI.-’Internet J
Lontact Email Address: I Preparer Code: ISeIf-F‘repared j
Federal Tax wWithheld by o i
3rd Parties: I $0.00 %]ec{irggzﬂng BETTESS [T ear 2004
Destination: I CAW2REPORT |_|

ok | LCancel | Help |

5. Type the information that applies (for example, enter contact
information, your PIN number assigned by the SSA, the preferred
method of problem notification, and the appropriate preparer code).

For additional information about how to use the fields in this screen,
see your W-2 instruction booklet or visit the Social Security
Administration web site.

6. Review the information in the Destination field. This field specifies
the name of the file and where the system will place the file once it is
made. You can browse to select a different path if you wish.

7. Review the year in the Year field. If it is not correct, either type or
select the correct year.
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8. Click OK. The system displays a message informing you when the
file is ready.

9. Perform this process once for Federal filing and again if a file is
required for the state. The system will retain the information in the
fields (except the destination).
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